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CENTRAL INTELLIGENCE AGENCY
‘Washington, De Co

‘ ADMINI-)TRATIVL INSTRW L ) o), August 19)49“
 NO. ' : j
' STATINTL |

SUBJECT: Resciss1on of Administrative Instruction - dated : i
‘ 2L April 1947, subject: Reporting of Erroneous Salary STATINTL 5

Payments (Vouchered Employees Only).

Effective os of 'b,his date:‘Adm:i.'nistraﬁive Instruction No. ‘
' STATINTL

. -is rescinded. . ' ‘ . )

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

STATINTL
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!ap!alln, !l!!

Executive

DISTRIBUTION: A.

-00728R000100010044-5-
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Oﬁice Memomndum * UNITED STATES

TO Mmgount Oft‘ioer o ‘ o " DATB: 19 August 1949
~ FROM: 1 Budgot Officer ‘ .
oTi Reselasd ‘: Admi ot tive Inst, t:’l‘ vo. | < STATINIL. -
SUBJECTI‘ Aesc sasion © niscratvive lnstruction No, STATINTL

1. Reference is made to Memorandum - dated 24 April 1947 STATINTL
pertaining to the reporting of erro lary payments appliceble :
to vouchered loyees, Memorandum s changed to Admini: *rative
Instruction subsequent to 947, the date on whic. j
Memorandum ‘automatically reciinded, mccording to the STATINTL
pertinent remrks set forth therein, ‘

2, A review has been made by this office and it is not considered
necessary to reissue Administrative Instruction [N since

‘the difficulties previously encountered no longer appear to be . STATlNTL
prevalent, It is therefore suggested that the Instruction be i
cancelled, ' ‘ ‘ |

- STATINTL |

!

- E. R. SAUNDERS
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w
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L ~ CENTRAL INTELLIGENCE AROVL/AGENCY

} “lashington, D. C.

i ADMIN "I‘HATIVE INb'I’RU("I'lOIT

S vl 2l April 19k7
\: NUI IBER “\rf”\“ ‘._/-'h// |

. SUBJECT: - Réporting of Errom,ous Salary IPayments (Vouche:rad Enployecs AN «2

(\ﬁ\ only)

i i
!

EFFECTIVE U‘I’J‘ 'L 30 JUNE 1917 UNLESS SOO’\ILR hDSf‘IUDED

1. In spite of al\ ‘rhc precautions takcn, there is always the possi-
bility that an ove r%ercnt or mldorpa'n ient of salary nay be made to an
employee.  If an empligyee receives any salary 'payment which he feels
is not corroct, or to ‘wmch he - is not entitled, he should imue diately
contact the desiynnated ‘oay“cnt and leave clerk who will check into:the
circuistances and contact tho Chic of, m.J Roll Unit, Extension 22!49, for
clarificativon.

\,

2. If an’ wderpayment has %wcn made, nrnpor arfjustnent will be nade on
the employee's next salary chigek. Inthe cvent an overpayment of
selary has buen made, tho ;mlq TOC na,y choose any anc of the following :
methods of nalidng refund, NS ‘ i
‘ \« ‘
ae Rctum the cheelr for .amllg.tlon. (If this rwthod is fol- :
lowed, the employce will rl,ru,lvp m his next pay check his. regular bie !
wcekl; salary plus. the moncy artualiy duc him for the pricr pay period.)

n

b. Retain the rrrmeouq cheel \f“‘ make 2 cash refund immediately. ;

N ce Request that thc erroncous :)aym,nt be deducted from the next
' salary check, AN
\
3« Through nay roll aud.Lt procudures; - any 1r{corruct naymnt. mll
eventually be discovereds In order to provent a financial hardship to
an employce at a later date,it will be to his dvau bage te have the
necessary adjustment effected imcdiately. AN

. N
FOR - THE NIPZCYOR Ol" CL’JTIML I LLIGL?:C

STATINTL |

Brocutive for Tersomnel .
and xJr'wl'll.atr 'Llu e

ATPACHIENTS: * Nong
DISTRIBUTION: A

STATINTL |
RENUMEERED PER ‘CIA GENERAL ORDER |

EFFECTIVE 30 JUNE 1947, CIG MENMORANDA WTLL RERAIN I FORCE UNTIL CANC_ELLED}_'QRQ
S ; SUPERSEDED . MRSt
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' Washington‘, D, C.
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2l August 1949

SUBJEC'I': Rescission of Administrative Instruction

dated 2l April 1947, subjeot: Reporting omeeua
Salary Payments (Vouohered Employees Only),

‘Effeotive as of this da

-‘ is resaindeq,

te ,Adminiatrative Instruction

FR THE DIRECTOR OF CENTR.AL'INTELLIGENCE: ‘

DISTRIBUTIONs A

»
Executive

/ i

STATINTL.

STATINTL

‘STATINTL

STATINTL
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" CEVIRAL INTKILIGENCE GROUE S,
. . Uashington, D. C, - - STATINTL

STATINTL

IRORANQEL S 2l aprid ,19li7 ‘

' SUBJECT: Reporting of Erroncous Salary Payments ('Vouchered Employeas

Only) '
EFFECTIVE UNTILF 30 JUNE 1947 UNLESS SOONER RESCINDEDf

l. In spite of all thé préoaution‘s_taken‘, there is alwﬁys the possi- :

©. bility that an overpayment. or underpayment of salary may be made t¢ an'
~‘employee. If an employce recoives any salary payment which he feéels

is not correct, or to which hc is not entitled, he should imuediately
contact the desipnated paymont and leave clerk who will check intottho
circumstances and contact thc Chicf, Pay Roll Unit, Extension 2249, for
clarification. ‘

2. If an underpayment has been made, proper adjustment will be made on
the employce's ncext salary check. In the event an overpayrient of

salary has bcen made, the cmployee may choose any onc of the following i
nmethods of making refund. ‘ ‘

‘ae Return the check for cancellation. (If this method is fol-

lowed, the employce will receive in his neoxt pay check his regular bi- -

weekly salary plus thc.moncy actually duc him for the prior pay period.)
, b, Retain the erroncous check and make a cash refund immediately.

c« Request that the erroneous payment be deducted from the next
salary chocke :

3+ Through pay roll audit proccdures, any incorrect payment will
eventually be discovereds In order to prevent a financial hardship to
an employce at a later date,it will ve to his advantage to have the
necessary adjustment effccted immediately.

- POR ‘THE DIRECTOR OF CENTR.L INTELLIGENCE: .
' ' STATINTL

Exocutive for Personnel
and fidministration.

ATTACHI'EN'S: HNonc
DISTRIBUTION: A
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